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APPENDIX J 
 

PERSONNEL QUALIFICATION REQUIREMENTS 
 
 
 

These personnel qualifications are provided as a guide only.  The qualification are projected 
requirements of key positions required to accomplish the contract.  Additional qualifications and 
positions may be required.  Provided below are the government’s minimum experience 
requirements for the following key personnel: 
 
 
        Minimum Years 

Position    of Experience 
 
Project Manager    4 
 
Vehicle Maintenance Manager  4 
 
Vehicle Operations Manager   4 
 
Fleet Management    4 
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PROJECT MANAGER 
 
 
KNOWLEDGE:  Requires knowledge of all aspects of Vehicle Operations and Maintenance; to 
include procurement and processing parts, labor and contractual negotiations, hiring and placing 
of qualified personnel, scheduling workload, developing programs and procedures to assure 
surge or disaster requirements, coordination with on base support, preparation of official 
correspondence, ability to evaluate suggestions and knowledge of chain of command and 
protocol.  This manager is ultimately responsible for all aspects of contract performance and 
compliance with fire, safety, and environmental protection requirements. 
 
EXPERIENCE:  Experience in management of a Vehicle Operations and Maintenance contract 
of a minimum of four years.  Background experience in budget, labor relations, government 
contracts, environmental requirements, manpower, union negotiations, Air Force Technical 
Orders and Regulations. 
 
 
VEHICLE MAINTENANCE MANAGER 
 
KNOWLEDGE:  Requires knowledge in labor agreements and assignment of qualified personnel 
pertaining to job skills.  Required to develop programs and methods that promote safety and 
environmental protection in the performance and accomplishments of tasks.  Individual must 
have background in the maintenance and repair of vehicles and equipment. 
 
EXPERIENCE:  Experience in the repair of major systems, i.e., hydraulics, manual and 
automatic transmissions, engines, gasoline, diesel and dual fuel systems, aspirated turbo charged 
and electronic injected.  Must perform research and development modification projects as 
directed by Air Force or manufacture.  Evaluate suggestions for value saving or equipment 
improvement for adoption.  A minimum of four years experience is required for this position.  
Manager may be required to act as project manager in their absence.  May be required to work 
irregular shifts to support surge operations in climatic weather or deployment operations.  Must 
develop training methods and classes for instruction of reserve personnel.  Must follow the 
government policies and procedures and chain of command. 
 
 
VEHICLE OPERATIONS MANAGER 
 
KNOWLEDGE:  Requires knowledge in vehicle operations arena with transporting passengers 
and cargo on federal installation and public highways.  This position requires individual to 
follow and develop safety plans and environmental protection methods to comply with 
requirements of base, state and federal regulations.  May be required to perform as project 
manager in his/her absence.  Requires knowledge in labor agreements and assignment of 
qualified personnel pertaining to job skills. 
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EXPERIENCE:  Minimum of four years experience in managing and supervising care of 
assigned vehicles, transportation of distinguished visitors, civilian and military passengers and 
cargo. 
 
 
FLEET MANAGEMENT 
 
KNOWLEDGE:  Assist the Vehicle Operations Manager in the management and control of the 
base vehicle fleet.  Individual must possess ability to operate computer equipment to utilize 
REMS, OLVIMS, AFIS, DAFIS, CAFIS, AFEMS, etc., associated with fleet management.  Acts 
as technical advisor to the Vehicle Authorization Review Authority and WRM board.  Schedules 
and conducts periodic meetings with Vehicle Control Officers (VCO) and priority buy 
representative.  Reviews organization’s training plans and VCOs handbooks. 
 
EXPERIENCE:  Minimum of four years experience in managing a fleet of vehicles and all 
procedures. 
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APPENDIX K 
 

RESERVES TRAINING SUPPORT 
 
 

1.  Contractor shall provide personnel and access to contractor assigned government facilities 
and equipment for the purpose of providing training for maintenance and vehicle operations 
reserve personnel. 
 
2.  All training required by this appendix shall be provided on weekends only unless 
otherwise stated.  Requirements for training will be established and coordinated with contractor 
and unit training section for scheduling dates and number of personnel (approximately 10) to be 
trained a minimum of 90 days in advance of requirement. 
 
3.  Reserve personnel will provide changes to training schedule 30 days prior to training dates to 
allow contractor to plan and reschedule personnel for support. 
 
4.  Operating hours for training will be 0730 to 1630 with a one hour lunch break from 1200 to 
1300 hours daily unless otherwise stated. 
 
5.  Contractor shall provide personnel skilled and qualified to demonstrate and train personnel on 
type of equipment requested, i.e., engine diagnostic, dynamometer, alignment rack, air 
conditioning service, data systems, etc. 
 
6.  Contractor shall provide all parts and qualified personnel to instruct and observe reserve 
personnel during training, inspect work for completeness and account for manhours on vehicle 
work orders. 
 
7.  Contractor shall provide all forms and equipment to allow reservists to train and test for 
vehicle operator qualification and licensing. 
 
8.  Contractor shall provide 88 LG/LGQTV a monthly report NLT five work days following a 
reserve training weekend.  The report shall provide: 
 
 a.  Total personnel trained, i.e., sign in roster. 
 
 b.  Year to date total of hours used and requirements met. 
 
 c.  Changes in training schedule requested by reserve unit. 
 
 d.  Copy of contractor employee(s) time sheet. 



DRAFT 

APPENDIX L 
 

TOP FLEET COMPETITION 
 
 

1.  GENERAL 
 
      a.  The office of primary responsibility (OPR) for the administration of this program is 
Vehicle Operations (88LG/LGTVO). 
 
      b.  Categories of competition: 
 
 (1)  General purpose vehicles, Category I, up to one-ton trucks (vehicles with a B 
management code). 
 
 (2)  General purpose vehicles, Category II, on and on half ton truck and larger (vehicles 
with a B management code.) 
 
 (3)  Special purpose/base maintenance, (management codes C, D, and L) 
 
 (4)  Materiel handling equipment (MHE), (management code E). 
 
      c.  Competition is held quarterly (February, May, August and November). 
 
      d.  Participation in Top Fleet Competition is mandatory for ALL AFMC organizations, tenant 
units are invited and encouraged to participate. 
 
      e.  Vehicles selected for competition will be two years old or older.  Units with the greater 
number of vehicles may have more than one vehicle in each category selected for inspection. 
 
      f.  Preparing vehicles for competition is the using organization’s responsibility.  Assistance 
from Vehicle Maintenance is limited to normal maintenance. 
 
      g.  Location of competition is Building 208, Area C, Vehicle Operations, except for MHE; 
which is inspected at the vehicle operating location.  The top three pieces of MHE will be 
transported to Building 208 by Vehicle Operations or Maintenance personnel for the final 
inspection. 
 
      h.  Top Fleet inspectors Guidelines will be provided (Attachment 9).  Score sheets for each 
category will be used as a checklist (Attachments 10, 11, 12 and 13).  Point values are provided 
before each competition.  Judging the finals is a separate grading system. 
 
      i.  The top three vehicles along with score sheets in each category are presented for final 
judging. 
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2.  PROCEDURES: 
 
      a.  The OPR selects vehicles to be entered in each competition.  All VCOs will receive 
notification of specific vehicles seven days before the competition.  When a vehicle is 
unavailable for competition, fleet management must be notified in advance and a replacement 
vehicle provided when necessary.  The unit commander of the using organization will be notified 
in writing of vehicles that do not show as scheduled.  Replies will be submitted to 88 TRNS/CC 
and must include specific reasons the vehicle or its replacement did not participate. 
 
      b.  88 LG/LGTVO will select inspectors from the unit VCOs.  The VCOs are given two-
week’s notice of their selection.  If a VCO is unable to perform inspection duties, it is her/his 
responsibility to ensure a replacement is present.  Failure to do so will result in written 
notification to the unit commander concerning failure to support Top Fleet Competition. 
 
      c.  A qualified driver must be present to accompany the pre-inspection team and the judge 
during the inspection of their vehicles.  The VCO and Commander are encouraged to be present 
for the final judging. 
 
      d.  Any vehicle with a safety discrepancy will be disqualified and entered in the next Top 
Fleet Competition. 
 
      e.  Routine discrepancies not properly annotated on the Operator’s Inspection Guide and 
Trouble Report will be assessed a deduction of points.  Routine discrepancies do not require 
immediate attention to ensure vehicle safety/serviceability. 
 
      f.  Inspectors select the best vehicles in each category.  These vehicles will be presented to 
the final judge to be reviewed and judged as 1st, 2nd, or 3rd place finish within their respective 
category.  Vehicles not selected for final review will be released. 
 
      g.  Winning vehicles are not allowed to re-enter competition until all like eligible vehicles 
assigned to the organization have been entered, or until at least two subsequent competitions 
have been held. 
 
      h.  Organizations with only one vehicle assigned to a category are reuqired to enter one 
competition per year. 
 
3.  AWARDS/RECOGNITION PROGRAM 
 
      a.  The Base Commander, Vice Commander, or 0-6 grade equivalent acts as the final judge. 
 
      b.  First, second and third place winners are selected in each category.  Plaques and 
certificates will be presented. 
 
      c.  First, second and third place winners will have a front license plate attached to their 
vehicle to reflect placement in competition.  Plates will be installed by the vehicle maintenance 
shop.  The plates will remain on the vehicle for one quarter. 
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      d.  An article will be prepared and submitted to the Chief of Transportation quarterly for 
inclusion in the Skywrighter each quarter.  Photographers will be scheduled to photograph each 
Top Fleet competition.  Photographs will accompany each article presented for the Skywrighter.  
An article will also be generated for the annual roll-by. 
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TOP FLEET INSPECTOR GUIDELINES 
 

1.  Inspectors should go from vehicle to vehicle as a team. 
 
2.  ALL items must be scored.  If the item does not related to the vehicle, it is given the 
MAXIMUM scord. 
 
3.  Remain consistent while inspecting vehicles.  Try to set up an inspection pattern to ensure 
uniformity from vehicle to vehicle. 
 
4.  Disqualify any vehicle with a safety discrepancy. 
 
5.  Routine discrepancies not properly annotated on the Operator’s Inspection Guide will be 
assessed a deduction of points.  Routine discrepancies are those not requiring immediate 
attention to ensure vehicle safety and serviceability. 
 
6.  When scoring cleanliness, use the following guidelines: 
 
      a.  If the vehicle has been washed, vacuumed and windows cleaned, it should receive five 
points. 
 
      b.  If the interior/exterior rubber and vinyl surfaces have been Armor All’d, give two points. 
 
      c.  If the vehicle has been waxed, give the remaining three points. 
 
      d.  If the vehicle is exceptionally clean, additional points may be awarded in the bonus 
section. 
 
7.  If fluid levels are topped off, all points should be awarded. 
 
8.  TIRES:  Clean tires should be awarded two points, proper inflation earns two points, if they 
have been tire blacked, give an additional two points. 
 
9.  PLEASE BE FAIR AND CONSISTENT IN THE AWARDING OF POINTS. 
 
10.  If you have a vehicle from your unit in the category you are inspecting, PLEASE MARK 
YOUR INSPECTION SHEET TO DISQUALIFY YOURSELF. 
 
11.  When checking the lights on a vehicle, have the operator turn on all lights (headlights, 
hazard, beacons and emergency lights).  Check all at the same time. 
 
12.  Release each vehicle when team has completed inspection 
 
 

Attachment 9 
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                                            TOP FLEET INSPECTION SCORE SHEET 
 
                                               CATEGORY:  GENERAL PURPOSE I 
 
REGISTRATION NUMBER:                                                           DATE: 
 
ITEMS TO BE CHECKED              *DENOTES SAFETY ITEMS POINTS SCORE 
    1.  Clean Vehicle (Exterior / Interior) 1-8 points   
    2.  Damage (Exterior / Interior / Missing Parts) 1-8 points   
*  3.  Tire / spare / Jack / Lug Wrench 1-8 points   
*  4.  Fuel / Oil / Coolant / Hydraulic / PS / Brake (Levels) 1-6 points   
*  5.  Leaks (Fuel / Water / Oil / Exhaust) 1-4 points   
*  6.  Battery (Connection / Fluid Level) 1-6 points   
*  7.  Drive Belts / Pulleys 1-2 points   
*  8.  Safety Devices (Headrest / Belts / Warning Lights / Fire Ext) 1-8 points   
*  9.  Instruments 1-6 points   
*10.  Windshield Wipers / Washers 1-6 points   
*11.  Horn / Backup Warning Device 1-4 points   
*12.  Lights (Signal / Reflectors / Backup / Driving / Beacon) 1-8 points   
  13.  Window Glass (Clean / Unbroken / Unobstructed) 1-4 points   
*14.  Steering 1-6 points   
*15.  Brakes 1-8 points   
  16.  Unusual Noise During Operation 1-2 points   
  17.  Cargo Mounted Equipment 1-4 points   
  18.  AF Form 1800 / SF91 / DD 518 1-2 points   

 
 

BONUS ITEMS 
   APPEARANCE 1-10 points   
   CONDITION 1-8 points   
   AGE 1 point per year   
      
     

  

 
TOTAL 
SCORE   

     
     
     
   
     
INSPECTOR'S SIGNATURE:  __________________________________________  
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                                            TOP FLEET INSPECTION SCORE SHEET 
 
                                               CATEGORY:  GENERAL PURPOSE II 
 
REGISTRATION NUMBER:                                                           DATE: 
 
ITEMS TO BE CHECKED              *DENOTES SAFETY ITEMS POINTS SCORE 
    1.  Clean Vehicle (Exterior / Interior) 1-8 points   
    2.  Damage (Exterior / Interior / Missing Parts) 1-8 points   
*  3.  Tire / spare / Jack / Lug Wrench 1-8 points   
*  4.  Fuel / Oil / Coolant / Hydraulic / PS / Brake (Levels) 1-6 points   
*  5.  Leaks (Fuel / Water / Oil / Exhaust) 1-4 points   
*  6.  Battery (Connection / Fluid Level) 1-6 points   
*  7.  Drive Belts / Pulleys 1-2 points   
*  8.  Safety Devices (Headrest / Belts / Warning Lights / Fire Ext) 1-8 points   
*  9.  Instruments 1-6 points   
*10.  Windshield Wipers / Washers 1-6 points   
*11.  Horn / Backup Warning Device 1-4 points   
*12.  Lights (Signal / Reflectors / Backup / Driving / Beacon) 1-8 points   
  13.  Window Glass (Clean / Unbroken / Unobstructed) 1-4 points   
*14.  Steering 1-6 points   
*15.  Brakes 1-8 points   
  16.  Unusual Noise During Operation 1-2 points   
  17.  Cargo Mounted Equipment 1-4 points   
  18.  AF Form 1800 / SF91 / DD 518 1-2 points   

 
 

BONUS ITEMS 
   APPEARANCE 1-10 points   
   CONDITION 1-8 points   
   AGE 1 point per year   
      
     

  

 
TOTAL 
SCORE   

     
     
     
   
INSPECTOR'S SIGNATURE:  __________________________________________  
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                                         TOP FLEET INSPECTION SCORE SHEET 
                            
                                               CATEGORY:  SPECIAL PURPOSE 
 
REGISTRATION NUMBER:                                         DATE: 
ITEMS TO BE CHECKED              *DENOTES SAFETY ITEMS POINTS SCORE 
    1.  Cleanliness / Damage / Missing Items (Exterior / Interior) 1-8 points   
*  2.  Leaks (Fuel / Coolant / Oil / Hydraulic) 1-4 points   
*  3.  Fluid Levels (Fuel / Coolant / Oil / Hydraulic / Brake) 1-4 points   
    4.  Unusual Noises During Operation 1-2 points   
*  5.  Batteries (Fluid Level / Damage / Connections) 1-4 points   
*  6.  Wiring / Lights / Horn / Reflectors / Mirrors 1-6 points   
*  7.  Exhaust System / Spark Arrestors 1-6 points   
*  8.  Windshield Wipers / Washers 1-4 points   
*  9.  Heater / Defroster (Flames / Sparks) 1-2 points   
*10.  Steering / Springs / Shackles 1-4 points   
*11.  Belts Check Fraying & Tension (Pump / Alternator / Fan / Air Cond) 1-2 points   
  12.  Towing Connections 1-2 points   
*13.  Tires (Damage / Serviceability / Foreign Objects) 1-6 points   
*14.  Safety Devices / Pallet Locks / Locks / Fire Extinguisher 1-8 points   
*15.  Instruments / Controls (Correct Operation & Readings on Starting) 1-6 points   
*16.  Wheel Brakes (Engage Transmission with Engine Idling, Allowing 
          Vehicle to Move Slowly, and Engage Brakes) 1-8 points   
  17.  Pedals for Damage, Worn or Slick (Brakes / Fuel / Clutch) 1-4 points   
*18.  Hydraulic Hoses / Cylinders (Damage) 1-2 points   
  19.  Conveyor Rollers / Belts / Cables / Winch 1-2 points   
  20.  Blowdown Air Tanks (K Loaders Only) 1-2 points   
  21.  Refill Alcohol Injector in Season (K Loaders) 1-2 points   
  22.  Ladders / Side Rails / Cat Walks / Cargo Bed 1-2 points   
  23.  Raise Bed to Top Position & Check (K Loader) 1-2 points   
  24.  Lower Bed to Half Position & Check Bottoming (K Loader) 1-2 points   
  25.  Lower Bed to Lowest Position & Check Bottoming (K Loader) 1-2 points   
  26.  Clutch (During Operation) 1-2 points   
  27.  AF Form 18XX / SF91 / DD518 1-2 points   

BONUS ITEMS 
  APPEARANCE 1-10 points   
  CONDITION 1-8 points   
  AGE 1 point per year   
 TOTAL SCORE   

INSPECTOR'S SIGNATURE:  _________________________________    



DRAFT 

                                            TOP FLEET INSPECTION SCORE SHEET 
                                     CATEGORY:  MATERIEL HANDLING EQUIPMENT 
LOCATION:  ____________________  POC:  ______________________  PHONE:  _____________ 
 
REGISTRATION NUMBER:                                         DATE: 
ITEMS TO BE CHECKED              *DENOTES SAFETY ITEMS POINTS SCORE 
    1.  Cleanliness / Damage / Missing Items (Exterior / Interior) 1-8 points   
*  2.  Leaks (Fuel / Coolant / Oil / Hydraulic) 1-4 points   
*  3.  Fluid Levels (Fuel / Coolant / Oil / Hydraulic / Brake) 1-4 points   
    4.  Unusual Noises During Operation 1-2 points   
*  5.  Batteries (Fluid Level / Damage / Connections) 1-4 points   
*  6.  Wiring / Lights / Horn / Reflectors / Mirrors 1-6 points   
*  7.  Exhaust System / Spark Arrestors 1-6 points   
*  8.  Windshield Wipers / Washers 1-4 points   
*  9.  Heater / Defroster (Flames / Sparks) 1-2 points   
*10.  Steering / Springs / Shackles 1-4 points   
*11.  Belts Check Fraying & Tension (Pump / Alternator / Fan / Air Cond) 1-2 points   
  12.  Towing Connections 1-2 points   
*13.  Tires (Damage / Serviceability / Foreign Objects) 1-6 points   
*14.  Safety Devices / Pallet Locks / Locks / Fire Extinguisher 1-8 points   
*15.  Instruments / Controls (Correct Operation & Readings on Starting) 1-6 points   
*16.  Wheel Brakes (Engage Transmission with Engine Idling, Allowing 
          Vehicle to Move Slowly, and Engage Brakes) 1-8 points   
  17.  Pedals for Damage, Worn or Slick (Brakes / Fuel / Clutch) 1-4 points   
*18.  Hydraulic Hoses / Cylinders (Damage) 1-2 points   
  19.  Conveyor Rollers / Belts / Cables / Winch 1-2 points   
  20.  Blowdown Air Tanks (K Loaders Only) 1-2 points   
  21.  Refill Alcohol Injector in Season (K Loaders) 1-2 points   
  22.  Ladders / Side Rails / Cat Walks / Cargo Bed 1-2 points   
  23.  Raise Bed to Top Position & Check (K Loader) 1-2 points   
  24.  Lower Bed to Half Position & Check Bottoming (K Loader) 1-2 points   
  25.  Lower Bed to Lowest Position & Check Bottoming (K Loader) 1-2 points   
  26.  Clutch (During Operation) 1-2 points   
  27.  AF Form 18XX / SF91 / DD518 1-2 points   

BONUS ITEMS 
  APPEARANCE 1-10 points   
  CONDITION 1-8 points   
  AGE 1 point per year   
 TOTAL SCORE   

INSPECTOR'S SIGNATURE:  _________________________________    
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TOP FLEET COMPETITION 
 
 

 

VEHICLE OPERATIONS 
MANAGER SELECTS & 
NOTIFIES FINAL JUDGE 

AND LGT 

 
SELECT INSPECTORS 
FROM VCO LISTING 

NOTIFY INSPECTORS, 
MAINTENANCE MANAGER 
& PHOTOGRAPHER TWO 
(2) WEEKS PRIOR TO 
COMPETITION 

FLEET MANAGER 
SELECTS VEHICLES FOR 
COMPETITION BASED ON 
CRITERIA IN TOP FLEET 
GUIDELINES 

NOTIFY VCO’S SEVEN (7) 
DAYS BEFORE 
COMPETITION 

 
COMPETITION BEGINS 

VCO INSPECTORS 
SCORE ALL  VEHICLES 
USING ATTACHMENTS  
10-13 

SCORE SHEETS ARE 
TURNED INTO & 
CALCULATED BY FLEET 
MANAGEMENT 

A 

A 

OFFICER COURTESY 
TRANSPORTATION 
FOR FINAL JUDGE 

TOP THREE (3) 
VEHICLES IN EACH 
CATEGORY RETURNED 
FOR FINAL JUDGING 

FINAL JUDGE PLACES 
TOP THREE (3) 
VEHICLES IN EACH 
CATEGORY  

 
FINAL JUDGE 
PRESENTS AWARDS 

TOP FLEET FRONT 
LICENSE PLATE 
INSTALLED 

PREPARE ARTICLE 
FOR SKYWRIGHTER 

SUBMIT ARTICLE & 
PHOTOS TO LGQT 

LG/CC DETERMINES 
DATE(S) FOR 
COMPETITION 
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APPENDIX M 
 

VEHICLES, EQUIPMENT, AND EQUIVALENTS 
 

The following vehicles, equipment and their equivalents are used to determine personnel, 
facilities, and shop equipment: 
 
     a.  The VMM or VMS determines equivalents for vehicles and equipment not listed here by 
comparison with similar items. 
 
NOTE:  Comparison of maintenance labor hours input requirements may also be used as a basis 
for assigning vehicle equivalents for vehicles not listed. 
 
     b.  Request equivalents for items that are not similar to equipment currently in the Air Force 
system from Warner Robins - ALC/LV. 
 
     c.  This list does not mean that the vehicle maintenance function is responsible for 
maintenance of the item.  Maintenance responsibility is prescribed in AFI 24-302. 
 
Notes about add-on equivalents: 
 
     d.  The equivalent for a sedan with factory installed air conditioning is 1.1. 
 
     e.  The VMM and VMS will review multiple like components to prevent excessive 
adjustments of total equivalents.  Multiple components of the same type do not generate extra 
equivalents. 
 
  EXAMPLE:  A vehicle with three pintle hooks would only have an  
             additional .1 vehicle equivalents added. 
 
     f.  It make no difference if these components are received with the vehicle or added at a later 
date.  
 
 




























































